SOP: Incident Reporting and Follow-Up Procedures for
Visitor-Related Issues

This SOP details the incident reporting and follow-up procedures for visitor-related issues, including the prompt
documentation of incidents, immediate response actions, communication protocols with visitors and management,
investigation processes, and corrective measures implementation. The procedure ensures all visitor-related incidents are
handled efficiently to improve safety, prevent recurrence, and maintain a secure environment for all stakeholders.

1. Purpose

To provide a standardized process for reporting, responding, and following up on visitor-related incidents to ensure the
safety and security of all individuals on the premises.

2. Scope

This SOP applies to all staff, security personnel, and management involved with visitors on organizational premises.

3. Definitions

¢ Incident: Any unplanned event involving a visitor that could affect safety, security, or operational integrity.
¢ Visitor: Any individual not employed by the organization who is authorized to enter the premises.

4. Roles and Responsibilities

Role Responsibility

Staff Member Identify, report, and document visitor-related incidents promptly.

Security Respond to incidents, secure the area, and assist in documentation and investigation.
Personnel
Management Review incident reports, communicate with relevant parties, oversee investigations, and implement

corrective actions.

5. Procedure

1. Immediate Response
o Ensure the safety of all individuals involved.
o Provide first aid if necessary and contact emergency services if required.
o Secure the incident area to prevent further issues.
2. Incident Documentation
o Complete the Incident Report Form within 24 hours of the event.
o Include date, time, location, individuals involved, description of the incident, immediate actions taken,
and any witnesses.
3. Notification
o Immediately notify management and, if necessary, HR and legal departments.
o Communicate respectfully with the visitor involved, informing them of procedures and support
available.
4. Investigation
o Assign aninvestigation team to review the incident details.
o Interview witnesses and gather relevant evidence.
o Document findings and identify contributing factors.
5. Corrective and Preventive Actions
o Develop and implement corrective actions to prevent recurrence.
o Update related policies or protocols as necessary.
6. Follow-up
o Monitor the effectiveness of corrective actions.
o Report status and improvements to management.
o Provide feedback and support to involved visitors and staff.

6. Confidentiality



All incident information must be handled confidentially in line with privacy laws and organizational policies.

7. Records

¢ Maintain incident reports, investigation documentation, and records of corrective actions for a minimum of five
years.

8. Review

e This SOP should be reviewed annually and after any serious incident to ensure ongoing suitability and
effectiveness.
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